
Jane Doe
R E C E I VA B L E S  S P E C I A L I S T

New York, NY 123-456-7890 jane.doe@email.com linkedin.com/in/janedoe

SUMMARY

Results-driven Receivables Specialist with 5+ years of experience in managing and optimizing accounts receivable processes,

ensuring timely payment collections, and maintaining strong relationships with clients. Proven track record of achieving

99%+ collection rates and reducing days sales outstanding (DSO) by 30%.

SK ILL S

Other Skills: Accounts Receivable Management , Payment Processing , Client Relationship Management , 

Process Improvement , Risk Management , Microsoft Office , Industry-Specific Software
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 (85)  (80)  (95)  (90)

EXPER IENCE

Senior Receivables Specialist Jan 2020 - Present

ABC Corporation New York, NY

Managed a portfolio of 500+ clients, resulting in a 25% increase in payment collections and a 40% reduction in DSO.

• Analyzed and resolved complex payment disputes, resulting in a 95% resolution rate

• Developed and implemented process improvements, resulting in a 30% reduction in processing time

• Collaborated with cross-functional teams to identify and mitigate potential payment risks

Receivables Specialist Jun 2018 - Dec 2019

DEF Agency Los Angeles, CA

Processed and managed 1,000+ invoices per month, resulting in a 99%+ collection rate and a 20% reduction in DSO.

• Conducted thorough reviews of client accounts to identify and address potential payment issues

• Developed and maintained strong relationships with clients, resulting in a 90% client retention rate

• Utilized industry-specific software to streamline payment processing and reduce errors

EDUCATION

Bachelor's 2015 - 2019

University of California, Los Angeles Los Angeles, CA

Business Administration GPA: 3.5


